Tax Return 10-Point Information Needed
Please find below, a list of basic items to get you started on the things you or your accountant will need to prepare your company income tax return.  This list may not be all inclusive, but will assist you in collecting and reporting information necessary to properly prepare your 2010 income tax return(s).  I need the following information to prepare your tax return for this year (Check off as completed):

1. __ Copies of any new bank loans obtained during the year,

2. __ Copies of any federal or state tax correspondence received during the year,

3. __ Copies of any equipment purchase invoices over $500,

4. __ Loan payoffs, by loan number, of all business loans at December 31,

5. __ Copies of your year-end bank reconciliation(s),
6. __ Physical inventory documentation
7. __ Year End Balances of: 

· Accounts Receivable $___________, 

· Cost of Inventory on Hand $________ 
· Unpaid 941 Deposit for December $__________, 

· Unpaid State(s) Withholding deposits for December $_______________, 

· Unpaid Sales tax for December $_____________, 

· Unpaid wages earned thru the last day of the year $__________

8. __ The tax preparation engagement letter needs to be signed and returned,

9. __ Year end summary of business activity-back up or hard copy (Quickbooks back-up, trial balance, etc.),

10. __ Sales breakdown by state and city if applicable (Call me to determine),

11. __ Information on any changes in ownership, stock holding, locations or number of stores.
Other reporting you should know about:

Have you prepared your year-end W-2 forms for employees, or engaged an accountant to do so?

Have you prepared your year-end 1099 forms for vendors, or engaged an accountant to do so?

Have you filed your state Corporation annual report (if you’re a Corporation)?

Have you filed your county personal property tax report, or engaged an accountant to do so? 

Have you contributed to your employee benefit/retirement funds by the ERISA deadline?

Are you getting your accounting system setup to meet the new 1099 reporting requirements, which will begin in 2011?
